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1. INTRODUCTION 


The IDP, Budget and Annual Report are the most important documents in the financial year for the municipality regarding 
the service delivery to the communities served by the municipality. 

The IDP is indicating the future of the municipality thus the planning on what services will be delivered, where it will be 
delivered and how it will be accomplished. 

The budget is the business plan of the municipality and indicates how the municipality is going to achieves its plans of 
services delivery and with what means. It can be with internal resources or with external assistance in the form of funding 
or other resources. 

The Annual Report is the document in which the results and achievements are taken in consideration to establish if the 
municipality reached its set goals and met the expectations of the communities served by the municipality. 

The compilation and implementation of the Process Plan enables the municipality to produce a credible IDP document to 
be ready for implementation in time as prescribed by legislation. It is of the utmost importance that the IDP be compiled to 
be available for alignment with the budget cycle where the IDP should inform the budget of the municipality. 

The process of compiling an IDP needs the following: 

Official responsible for the IDP: IDP Manger/Assistant Manager 

IDP Steering Committee: Municipal Manager, Section 57 Managers, Assistant Managers, EXCO 

IDP Representative Forum: IDP Steering Committee, Ward Councilors, 2 Ward committee members per ward, 

Stakeholders from different groupings in the communities, Representatives from Sector 
Departments 
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2. DISTRIBUTION OF ROLES AND RESPONSIBILITIES 


It is one of the pre-requisites of a smooth and well organized planning process that all role-players are fully aware of their 
own and other role-players’ responsibilities. Therefore, it is one of the first preparation requirements for the IDP planning 
process to ensure that there is a clear understanding of all required roles and of the persons or organizations which can 
assume those roles. 

The aim of the process plan is to have the following outputs: 

A list of required roles and responsibilities for the planning process by the municipal management. 

A list of persons or agencies who are expected to assume these roles and responsibilities. 

Clear and mutually agreed terms of reference which describe their roles and responsibilities in detail. 

DISTRIBUTION OF ROLES AND RESPONSIBILITIES BETWEEN THE MUNICIPALITY AND EXTERNAL ROLE- 
PLAYERS 


Actors 

Roles and Responsibilities 

Local Municipality 

• Prepare, decide on and adopt a Process Plan 

• Undertake the overall management and co-ordination of 
the planning process which includes ensuring that 

o All relevant actors are appropriately involved 
o Appropriate mechanisms and procedures for 
public consultation and participation are applied 
o The planning events are undertaken in 
accordance with the time schedule 
o Planning process is related to the real burning 
issues in the municipality, that it is a strategic and 
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implementation-oriented process 
o The sector planning requirements are satisfied. 

• Adopt and approve the IDP 

• Adjust the IDP in accordance with the MEC for Local 
Government’s proposals 

• Ensure that the annual business plans, budget and land 
use management decisions are linked to and based on 
the IDP. 

Residents, 

Communities and 
stake holders in civil 
society 

• To represent interests and contribute knowledge and 
ideas in the planning process by: 

• Participating in the IDP Representative Forum to 

o Inform interest groups, communities and 

organisations, on relevant planning activities and 
their outcomes. 

o Analyse issues, determine priorities, negotiate 
and reach consensus. 

o Participate in the designing of project proposals 
and/or assess them. 

o Discuss and comment on the draft IDP. 

o Ensure the annual business plans and budgets 
are based on and linked to the IDP 

o Monitor performance in implementation of the 

IDP 

• Conducting meetings or workshops with groups, 
communities or organizations to prepare for and follow- 
up on relevant planning activities. 
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District Municipality 

Co-ordination roles for Local municipalities 

Ensuring horizontal alignment of the IDPs of the municipalities 
in the District Municipality Area. 

Ensuring vertical alignment between district and local planning 

Facilitation of vertical alignment of IDPs with other spheres of 
government and sector departments 

Preparation of joint strategy workshops with local 
municipalities, provincial and national role-players and other 
subject matter specialists. 

Provincial 

Government 
*Local Government 
Department 

• Ensuring horizontal alignment of the IDPs of the district 
municipalities within the Free State. 

• Ensuring vertical/sector alignment between provincial 
sector departments/provincial strategic plans and the 

IDP process at local/district level by: 

o Guiding the provincial sector departments 
participation in and their required contribution to 
the municipal planning process. 
o Guiding them in assessing draft IDPs and 
aligning their sectoral programmes and budgets 
with the IDPs 

• Efficient financial management of provincial IDP grants 
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Sector Departments 
and Corporate Service 
Providers 

• Monitoring the progress of the IDP processes. 

• Facilitation of resolution of disputes related to IDP 

• Assist municipalities in the IDP drafting process where 
required. 

• Co-ordinate and manage the MECs assessment of IDPs 

• Contribute relevant information on the provincial sector 
departments plans, programmes, budgets, objectives, 
strategies and projects in a concise and accessible 
manner. 

• Contribute sector expertise and technical knowledge to 
the formulation of municipal strategies and projects. 

• Engage in a process of alignment with district 
municipalities. 

• Participate in the provincial management system of co- 
ordination. 

Support 

Providers/Planning 

Professionals 

External service providers may be engaged for: 

Providing methodological/technical guidance to the IDP 
process 

Facilitation of planning workshops 

Documentation of outcomes of planning activities 

Special studies or other product related contributions 

Support to organized and unorganized groups an members of 
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the community to more effectively engage in and contribute to 
the planning process 

Ensure the IDP is aligned with provincial and national 
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DISTRIBUTION OF ROLES AND RESPONSIBILITIES WITHIN THE MUNICIPALITY 


Actors 

Roles and Responsibilities 

Municipal Council 

As the ultimate political decision-making body of the 
municipality, the Municipal Council have to: 

• Consider and adopt the Process Plan 

• Consider, adopt and approve the IDP 

Executive Committee/ 
Executive Mayor/ 
Committee of 
appointed Councilors 
for the IDP 

As the senior governing body of the municipality, they have to: 

• Decide on the Process Plan 

• Be responsible for the overall management, co- 
ordination and monitoring of the process and drafting of 
the IDP, or delegate this function to the Municipal 
Manager. 

• Approve nominated persons to be in charge of the 
different roles, activities and responsibilities of the 
process and drafting. 

Ward Councilors 

Councilors are the major link between the municipal 
government and the residents. As such their role is to: 

• Link the planning process to their constituencies and/or 
wards 

• Be responsible for organizing public consultation and 
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participation 

• Ensure the annual business plans and budget are linked 
to and based on the IDP 

Municipal Manager 
and/or IDP Manager 

The Municipal Manager or a senior official being charged with 
the function of an IDP Manager on his/her behalf has to 
manage and co-ordinate the IDP process. This includes: 

• Prepare the Process Plan 

• Undertake the overall management and co-ordination of 
the planning process. 

• Ensure that all relevant actors are appropriately involved 

• Nominate persons in charge of different roles 

• Be responsible for the day-to-day management of the 
drafting process 

• Ensure that the planning process is participatory, 
strategic and implementation orientated and is aligned 
with and satisfies sector planning requirements 

• Respond to comments on the draft IDP from the public, 
horizontal alignment and other spheres of government 
to the satisfaction of the municipal council 

• Ensure proper documentation of the results of the 
planning of the IDP document 

• Adjust the IDP in accordance with the MEC of Local 
Government’s proposals 

Heads of Departments 
and other Officials 

As persons in charge of implementing IDPs they have to be 
fully involved in the planning process to: 

Provide relevant technical, sector and financial information for 
analysis for determining priority issues 

Contribute technical expertise in the consideration and 
finalization of strategies and identification of projects 
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Provide departmental operational and capital budgetary 
information 

Be responsible for the preparation of project proposals and the 
integration of projects and sector programmes 
Be responsible for preparing amendments to the draft IDP for 
submission to the municipal council for approval and the MEC 
for Local Government for alignment. 


10 


3. ORGANISATIONAL ARRANGEMENTS 


The municipality needs to establish a set of organizational arrangements to: 

• Institutionalizes the participation process. Public participation has to be institutionalized to ensure that all residents 
have an equal right to participate. 

• Structured participation must specify who is to participate, on behalf of whom, on which issues, through which 
organizational mechanisms and to what effect 

• Effectively manage the drafting of outputs 

• Give affected parties access to contribute to the decision-making process 

Each municipality should consider arrangements, use and adapt them to ensure that the required outputs will be reached 
to ensure the IDP to be credible and implementable. It will be wise to make use of existing structures to ensure the 
maximum participation of all stake holders in the community. For the IDP Review 2010/201 1 the following 
structures/persons were identified as necessary to complete the process successfully. 

Municipal Manager/ IDP Manager 

IDP Steering Committee 

IDP Representative Forum 

Project Task Teams. 

MUNICIPAL MANAGER / IDP MANAGER 

The Municipal Manager or IDP Manager on his behalf is the responsible person for championing the Integrated 
Development Planning process. The selection of this person needs to be done as the first step towards preparing the 
Process Plan since the IDP Manager is also the responsible person for designing the Process Plan. 
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Terms of Reference 
of the IDP Manager 


Responsible for the preparation of the Process Plan 
Responsible for the day-to-day management of the 
planning process under consideration of time, 
resources, people ensuring: 

o Involvement of all different role-players, 
especially officials 

o That the timeframes are being adhered to 
o That the planning process is horizontally and 
vertically aligned and complies with national and 
provincial requirements 

o That conditions for participation are provided 
o That outcomes are being documented 
Chairing of the Steering Committee meetings 
Management of consultants 


IDP STEERING COMMITTEE 


The Steering Committee is a technical working team consisting of the Municipal Manager, Heads of Departments who 
supports the IDP Manager and ensure a smooth planning process. The IDP Manager is responsible for the process, but 
need the co-operation of all Heads of Departments. The Exco members and councilors responsible for the IDP will also be 
included 


Terms of Reference 

• Provides terms of reference for the various planning 

for IDP Steering 

activities 

Committee 

• Commission research studies 


• Consider and comments on: 


o Inputs from sub-committees, study yeans and 


consultants 


o Inputs from provincial sector departments and 


support providers 
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• Processes, summarizes and documents outputs 

• Makes content recommendations 

• Prepares, facilitates and documents meetings 

Composition of the 
IDP Steering 
Committee 

Chaired by: 

• The Municipal Manager/IDP Manager 

Secretariat: 

• Official of the Municipality 

Composition: 

• Heads of Departments 

• Members of Exco 

• Speaker 

Note 

The IDP Steering Committee may establish sub-committees for 
specific activities which should include additional people 
outside the Steering Committee. 
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IDP REPRESENTATIVE FORUM 


The IDP Representative Forum is the structure which institutionalize and guarantees representative participation in the 
IDP Process. The selection of members to the IDP Representative Forum needs to be based on criteria which ensures 
geographical and social representation. 


Terms of Reference 
for IDP 

Representative 

Forum 

• Represent the interests of their constituents in the IDP 
process 

• Provide an organizational mechanism for discussion, 
negotiation and decision making between the 
stakeholders including the municipality. 

• Ensure communication between all the stakeholder 
representatives including the municipality. 

• Monitor the performance of the planning and 
implementation process. 

Composition of the 
IDP Representative 
Forum 

Chaired by: 

• Executive Mayor or a member of the Exco committee 

Secretariat: 

• IDP Manager/Steering Committee 

Composition: 

• Members of the Exco Committee 

• Councilors including Councilors of Port Folio 

Committees 

• Speaker 

• Councilor IDP from District Council 

• Chairpersons of Ward Committees 

• Heads of Departments 
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• Stakeholder representatives of Organized groups 

• Representatives of unorganized groups 

• Community members (2 persons per town) 

• IDP manager of District municipality 

• Sector Departments 

Issues for the Code 
of Conduct for the 

IDP Representative 
Forum 

• Meeting Schedule (frequency and attendance) 

• Agenda, facilitation and documentation of meetings 

• Understanding by members of their role as 
representatives of their constituencies 

• Feed back to constituents 

• Required majority for approval 

• Resolution of disputes 
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4. MECHANISMS AND PROCEDURES FOR PUBLIC PARTICIPATION 


Public Participation Strateqy 


When preparing for the review process we worked out procedures for community involvement in the process and how to 
interact the different stakeholders. 

Chapter 4 of the Municipal System Act, 2000 regulate the importance of public participation and on community 
involvement during IDP review process and aim thereof is to:- 

(i) Ensure that IDP addresses real issues affecting and experienced by local communities. 

(ii) And institutionalizing the effective involvement of community organizations in the implementation of the 
strategies aimed at addressing those issues. 

The Act further mandates the municipalities to ensure that participatory governance system exists in their municipalities 
and also communicate to its community information regarding:- 

(i) Available mechanisms, processes and procedures aimed at encouraging community participation. 

(ii) Matters on which participation is encouraged. 

(iii) And the rights and duties of community members and municipal governance, management and development. 

In support of the above principle the municipality has formulated a Participation Strategy that will guide community 
participation. This strategy will be presented at the first IDP Representative Forum. Community participation is key to the 
success of the IDP review process and communication is very important. The aims address participation through:- 

- Setting principles for public participation. 

- Defining roles of different role-players. 

- Means of enhancing participation 

- Identifying appropriate and effective participation tools. 

- Information dissemination mechanism 
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Principles of Public Participation 


- Elected council is the ultimate Decision-making forum on IDP review and other stakeholders give inputs on the 
decisions taken by council. 

- Community involvement is very important and community segmentation is key in getting the views of all local 
people. 

- All residents have the responsibility to be actively involved in the municipal affairs and IDP review process offers 
residents an opportunity to shape the development of the towns they live in. During this process residents decide 
what are the most important municipal services they ought to be getting and how they are delivered. 

- The participation must be structured so as to cater for all units or towns within our jurisdiction. The clear rules and 
procedures specifying a list of identified stakeholders must be set to make the review process a success taking into 
account the population size of our community. 

- Diversity 

Our community is very diverse and all community members must be catered for taking into account the difference in:- 


> Culture 

> Gender 

> Language 

> And educational level. 


- The community members participating during the process are not paid for their participation and all stakeholders 
are welcome to attend the review process. 

- IDP Representative forum must be manageable group and be well organized. 
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- The Representative forum must be gender sensitive and representative from all wards in mandatory. All 
stakeholders to be punctual for meeting during review process. 


* Means of enhancing Participation 

- Informing communities and stakeholders:- The residents and all relevant stakeholders have to be informed on the 
municipal intention to review the IDP using the appropriate media that can reach the community like newsletter and 
community meeting (direct communication). For our municipality following are suitable means of communication 
(media) 

- Notice giving/Dissemination:- churches on Sundays should be used as a place to disseminate information and also 
ward meetings. 

- Roadshows: We have decided to engage professionals by having road shows and information sessions in the 
evenings where the IDP review process is presented to them and they give inputs. 


- Use of appropriate language: - It is important that there be communicated in languages that the stakeholders 
knows and understand best for them to participate freely. 

- Our municipality has four dominant languages and is the languages that will be used during the review process: - 


- Sesotho 
Isizulu 

- English 

- Afrikaans 


There will be an interpreter whenever possible and necessary. 


18 


The IDP review meeting will be held at the following venues and accessibility by public transport will be ensured. 


Venues: - 

- Reitz - Petsana Hall / Reitz Library Auditorium 

- Petrus Steyn - Mamafubedu Library 

- Arlington - Town Hall 

- Lindley - Community hall / Ntha Library 

Those venues must be used to ensure all stakeholders participation. These venues are chosen because of their positions, 
accessibility and sizes. 


Choosing the suitable time for meetings: - The times of the meetings have to suit all stakeholders the following times are 
preferred for all stakeholders. 


Steering Committee 

Representative Forum 

Ward Meetings and Public gathering 


1 OhOO weekdays 
1 OhOO weekdays 
Time suitable to the community 
Both in urban and rural areas 
Preferable 1 7h00 
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Appropriate Refreshments : - No refreshment will be made available for public gathering and Ward meetings because it 
will exhaust the IDP review budget. The forum members will be provided with refreshments only if their meetings are 
taking more than three hours. 


Feedback Meetinqs : - The representatives are encouraged to hold Ward/Sectoral meetings to give feedback to their 
communities. This requirement is included in the code of conduct of the forum. 


Council Approval : - The Council has to sit and approve the Reviewed IDP. 


The IDP document to be available to all stakeholders : - Copies of finalized reviewed IDP will be available to all 
stakeholders at offices in all units. 
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5. MECHANISMS AND PROCEDURE FOR ALIGNMENT 


- The IDP planning process is a local process but development within the municipality is influenced by inputs and the 
support from other government spheres. The activities of the local, district municipality, provincial and national 
departments need to be aligned to synthesize and to integrate planning process. There is a need of aligning our IDP 
planning process with Free State Growth and Development Strategy' 

- There are two main areas of alignment that need to be addressed during this process. 


* Between Local and District municipality : - Ensure co-ordination of planning processes and issues. 


* Between Local and other spheres of qovernment and service providers : - Ensure compliance with both national and 
provincial policies and strategies for allocation of departmental budgets and conditional grants. 


Alignment Principles 


- The alignment of activities will be minimized to key stages and through quality focused inputs to keep the co- 
ordination requirements on a management level. 

- The alignment of events will be manual and other modes such as written communication and telephone will used 
and will be driven internally. 

- Whenever there is an issue affecting neighboring municipalities, they will be aligned through bilateral 
communication and during alignment events. 
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Identification of role-plavers and stakeholders 


- For alignment of activities such as localized strategic guidelines as well as technical inputs or project planning, role- 
players need to be identified. It is important to write competent resource personnel or specialist to relevant 
meetings during alignment process. 


Communication mechanisms 


- For effective alignment process communication links are set between local and district municipality and role-players as 
well as within the local municipal units. 


- Communication between local municipality and district municipality will be by: - 
*Fax/Email 
*Telephones 
*Workshops and meeting 
Events and Timeframes 

There are certain events for both district and local municipality IDP Review processes that need to be aligned. The 
timeframe is attached as annexure F and will be distributed to the stakeholders during the first forum meeting. 

Establishment of a representative structure (forum) 
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Identified role-players will attend the district level workshop and meeting. These role-payers will constitute a district forum. 
(see 79 committee) see annexure C8 

Loqistic requirements 

- PIMSS will organize all district level workshops and meetings 

- Municipalities will budget for the attendance of district level workshop. 

District Manaqement Structure 

- To ensure proper co-ordination and progress during the review process among all local municipalities a district 
management structure will be established to ensure alignment and following people will form part of the management 
structure. 

- Six IDP Managers (5 from local and 1 from district) 

- PIMSS Centre representative 

- Provincial IDP co-coordinator 

This management structure will meet after completion of each phase of the IDP. 

Dispute and Differences resolution 
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- In case there is a dispute or differences with regard to the process the following will be affected 

- District management structure will resolve any differences and disputes. 

- The management structure decision will be final and binding to all local municipalities and district municipality. 

- -The decisions will be based on consensus 

- Everybody will be act participating in good faith. 


6. BINDING PLANS AND PLANNING REQUIREMENTS AT PROVINCIAL AND NATIONAL LEVEL 

All binding and guiding national and provincial legislation, programmes, strategies and available funds should be 
considered within the IDP to ensure an integrated process. 

During the formulation of the IDP there are certain external requirements and guidelines will be considered and this differs 
depending on the prevailing circumstances. 
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7. TIME FRAME CHART 


PHASE 

IDP STAGE 

TIMEFRAME 

TARGETED DATES 

RESPONSIBLE PERSON 

0 

. COMPILATION 
OFTHE 

PROCESS PLAN 

Steering 

Committee 

meeting 

. ADOPTION OF 

THE PROCESS 
PLAN 

Exco Meeting 
Representative 
Forum Meeting 

NINE MONTHS 
BEFORE START OF 
THE FINANCIAL 

YEAR 

7 August 2009 

14 August 2009 

27 August 2009 

4 September 2009 

Assistant Manager IDP 

Ass Manager IDP 

Mayor 

Speaker 

1 

SITUATION ANALYSIS / 
DATA COLLECTION 

SEPTEMBER- 
NOVEMBER 2009 




. IDP Steering 
Committee 


8 September 2009 

Ass Manager IDP 


. Ward Committee 
Consultation 


14-25 September 

2009 



. Sector Department 
Consultation 


28 September 2009 - 
9 October 2009 



. IDP 

Representative 

Forum 


12-16 October 2009 
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• Desktop Study 

DECEMBER 2009 

1 -31 December 

2009 



OBJECTIVES AND 

STRATEGIES 

CONSOLIDATION 

IDP Steering Committee 
meeting 



Ass Manager IDP 

Fleads of Departments 

2 

FOUR WEEKS 

I - SlJanuary 2010 

I I January 2010 


Representative Forum 
Meeting 


14 January 2010 


3 

PROJECTS - 
PLANNING THE 

FUTURE 

FOUR WEEKS 




Project Task Team 

Meeting 


5 February 2010 

Ass Manager IDP 


IDP Steering Committee 


10 February 2010 



Representative Forum 
Meeting 


18 February 2010 

26 February 2010 

Speaker 

4 

INTEGRATION OF THE 
PLANS 

ONE WEEK 

1 - 5 March 2010 

Ass Manager IDP 

Fleads of Departments 


SECTOR PLANS 

• LED Strategy 
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• Waste 





Management 





• Disaster 
Management 

• Municipal Infra 
structure Plan 

• Water Service 
Development Plan 

• Spatial 

Development Plan 

• Human 

Settlement/ 

Housing 

• 




5 

TABLE OF DRAFT IDP 

TWO WEEKS 

15-26 March 2010 

Mayor 


SUBMIT DRAFT TO 
PROVINCIAL CGTAHS 

3 DAYS 

29-31 March 2010 

Municipal Manger 


COMMENTS ON THE 
DRAFT IDP FROM 
COMMUNITY 

FOUR WEEKS 

1-29 April 2010 

Municipal Manager 


FINALISE THE DRAFT 
IDP REVIEW 

ONE WEEK 

3-7 May 2010 

Municipal Manager 


APPROVAL OF THE IDP 
REVIEW 

ONE WEEK 

28 May 2010 

Mayor/Council 


PRINTING AND 

FOUR WEEKS 

1-22 June 2010 

Ass manager IDP 
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DISTRIBUTING OF IDP 
REVIEW 


23-30 June 2010 



SUBMIT IDP REVIEW 

TO PROVINCIAL 
COGTAHS & 

TREASURY 






30 Jun6 20 1 0 



8. COST ESTIMATE FOR THE PLANNING PROCESS 

The cost for the planning process is included in the operational budget under relevant votes. 
Printing cost will then be taken from the operational budget. 
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9. CONCLUSION 


As indicated in the timeframe chart the review process the draft will be completed by 26 March 2010 and the final draft will 
be tabled to Council on 28 May 2010 for approval. This can only happen if all stakeholders commit themselves to ensure 
that the process is a success. The aim is to compile a credible IDP Review 201 0-201 1 . 
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